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hmcglone@hawkmail.hfcc.edu
	Professional Profile

	I am currently looking for a career in administration and office support. I prefer an assistant or secretarial position.

	Strong customer service skills
Excellent organizational skills
Dedication and motivational skills
Extensive experience with Microsoft Office Programs
Amazing phone etiquette
	Team-oriented
Quick and enthusiastic learner
Flexibility
Positive work ethic
Reliability

	Professional Experience

	Macy’s, Taylor, MI
Merchandiser
November 2013 – Current
Achievements:
Employee of the month
Responsibilities:
Place prices and descriptive signs
Change or rotate window displays
Construct or assemble displays
Collaborate with others to obtain products
Placing and stocking product


	Dale Jr’s Happy Hour, Ecorse, MI
Bartender
May 2011 – October 2013
Responsibilities:
Mix and serve drinks
Balance cash receipts
Clean bars, work areas, tables and utensils
Collect money and calculate monetary exchange
Provide customer service
Order or requisition liquors and supplies




	Blanzy Clinic, Southgate, MI
Medical Assisting Intern
October 2012 – October 2012
Responsibilities:
Collect clinical data
Use interviewing procedures
Use computers to enter, access or retrieve data 
Administer medications or treatments
Take vital signs and draw blood
Sterilize or disinfect instruments and equipment


	National Car Rental, Romulus, MI
Emerald Club Customer Service Representative
June 2007 – June 2010
Responsibilities:
Provide excellent customer service
Resolve customers' service or billing complaints
Solicit sale of new or additional services or products
Collect deposits and payments
Confer with customers by telephone or in person 




	Education

	Henry Ford Community College, Dearborn, MI
Business Administration and information management (Associate Degree Program)   —  Still Attending 
Wayne Memorial High School, Wayne, MI
Diploma – Graduated in 2005

	References

	References are available upon request.



